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1. Box 1 is the HR Advice search box. Use this to view different HR Advices. You can use the 

magnifying glass to select additional HR Advices by date. After choosing the link for the Payment 

Date, click the ‘Refresh’ button for that date’s HR Advice to populate on the page. Note: clicking 

‘Refresh’ while the date box is empty will refresh the HR Advice to a blank screen. 

 

 

2. Box 2 is the Pay Period section.  This section details the pay period begin and end dates as well 

as the HR Advice date. Advice Date corresponds to date that the paycheck was issued. 
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3. Box 3 is the General Information section; this provides employee basic information. 

 

4. Box 4 is the Employee Information section. This contains HR & Payroll specific employee details 

as well as pay grade and step date information. 

 

5. Box 5 is the Not Worked/Not Paid box.   It contains Time Reporting Codes (TRCs) used during the 

pay period that affect an employee’s ability to accrue leave.   
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6. Box 6 is the Leave Balance section.  It details leave balances as of the end of the pay period 

listed in Box 2.  These balances also contain any leave accrual for that pay period. Too many 

unpaid hours (box 5) in a pay period will result in the loss of Annual and Sick Leave accrual for 

the pay period.   

 

7. Box 7 will contain messages from HR and a link to highlighted information.  NOTE: This section 

will update on a regular basis and may contain very important HR communications. 

 

 



HR Advice Desk Guide 

 

Version 1, July2, 2014 Page 5 

 

There are two ways to get to the HR Advice: 

1. Main Menu > Self Service > Payroll and Compensation > View HR Advice 

OR  

2. On the bottom of the timesheet there are links to the HR Advice and/or Pay Advice.  The “View 

Pay Advice” link shows a list of historical Check Dates.  The “View HR Advice” link will open the 

most recent  Advice.  See instructions for “Box 1” above to learn how to view an Advice for a 

different date.   
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Clicking on ‘View Pay Advice’ opens this screen: 

 


